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MEMORANDUM FOR: Deputy Director/Administration
FROMy Assistant Dirsator/Personnel
SUBJECT: Removal of Incompetent and Unsulimbls Personnel.

1. At & staff meeting on 13 June 1951, the Director
requested & listing of unsuitable and incompetent personnel.
These lists eonteining [llnanes were given you, and you in
tuwrn, passed them to me. The recommendations of the Assistant
Directors ranged fron immediets outright dismisssl to termins-
tion on & planned replacement sohedule basis.

2. We have, of gourse, all the suthority necessary, under
Section 102 {C) of the National Security Act of 1947, to remove
any or &ll of these psople with & minimum of delay.

3. 1 do not question the current sppraisal on these em-
ployses by the Assistant Directors. Howsver, in reviewing
their personnel folders, we find that a majority of these em~
ployess have been receiving recognition of above average per-
formance, sither through sctusl promotion to more responsible
Jobs or their withinegrade ralses, in which latter case, line
supervisors must eertify that the employee's work is satise
fmm.

L. It is oy plan to install as rapidly as possible a
performance rating system. Under this program, supervisery
personnel would be systematically soquainted with their ob-
gation for kesping employees informed as to job requirsments
as well as the sdequacy of their perforusnce. This rating
program contemplates also formal notification to & person
whope work is substantially defisient that he is liable to be
terninated unless lmprovement in performance is made
a speoified trial period of not less than ninety days. This
genersl procedure 1s in harmony with current publie pelicy,
stated in the Performance Reting Act of 1550, the provisions
of which extend to this Agenoy.

5. In view of the fsot that ths recerds of these 25X9

employees generally fall far short of substantiating -
tion, I fesl that, exsept in flsgrant cases, any summary
action we take would be inconsistent with the beet interests
of the Agency. If we handle these dimmissals without warning
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to the individusl invelved we will undoubtedly get an
 adverse resction throughout the gemersl body of Agenoy
el oyess.

6., Rather than use swamsrily the authority whioh
we have 1o separate thesellll exployees, I propose that 25X9A2
the Assistant Directors concerned notify in writing each
person whose removal is proposed. This letter should
inform the employes of his failure to meet required
standards of performance and thet unless substantial
progress 1s made to overcome deficiencies, it would be
our intentlion to terminate his services. The letter
should be speoific in outlining the employse's short-
contings and suggesting improvements.

7. If termination is still requested by the
Assistant Divector, es indicated in parsgraph 2 shove,
or on any other basis, in order that we can make
possible resssignmonts if such eotion is appropriaste,
it is requested that the Personnel Office be advised
as to sach such cszs. '

/s/
] 25X1A9a

Asslstant Direotor
To: All Aseistant Directors and Administrative Office Chiefs
APPROVED 6 August 1951
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WALTER REID WOLF
Deputy Director for Administration

ce: ADD/A (G)
ADD/A (S)
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